Aetna Middletown Toastmasters

Club #5908

TOASTMASTER

The main duty of the Toastmaster is to act as a genial host and conduct the entire program, including introducing the various participants.  Program participants should be introduced in a way that excites the audience and motivates them to listen.  The Toastmaster should create an atmosphere of interest, expectation and receptivity.

Prior to the meeting, select a theme and communicate it to the scheduled participants giving them ample time to think about, prepare and communicate their responses to the appropriate individuals.  The Evaluators and the Grammarian should send their responses to the General Evaluator.  All other meeting participants should send their responses back to you.  The Vice President of Education can provide you with the latest schedule if you do not have one.  

Get in touch with the speakers prior to the meeting to ensure that they are prepared to speak.  Interview them to find out their speech title, the manual and project number, the objectives to be achieved and the time required.

If time permits, get in touch with the Table Topics Master and General Evaluator for the evening as well.  As with the speakers, check to make sure they are aware and prepared to fill their respective roles for the meeting.  Let the Table Topics Master know who the Timekeeper is and who is going to be speaking so they know not to call on these individuals.  Check to see that the General Evaluator has a Grammarian and an Evaluator for each assigned speaker.  If you have not received their responses to the theme, remind them to provide those to you prior to the meeting.

On the day of the meeting, arrive early in order to finish any last minute details.  Check with the speakers for any last minute changes.

*** You will be called to the lectern by the President following the Invocation, the Business portion of the meeting and the break.  Be sure to address the President and the audience before beginning the Educational portion of the meeting. ***

Preside with sincerity, energy and decisiveness.  Take the audience on a pleasant journey and make them feel that all is going well.  Relay the theme that you have selected for the meeting and any thoughts that you have regarding it.  Reintroduce the Invocator for the evening and read his or her response to the theme.  

Next, identify the Word Master for the evening and read his or her response to the theme.  Call them up to the lectern.  Initiate and hold a round of applause until he or she reaches the lectern.  Since the Word Master’s presentation is short, you may choose to remain standing, off to the side, until they call you back to the lectern.

Acknowledge the Word Master and/or the Word of the Day, and then introduce the Table Topics Master.  Read his or her response to the theme and call them up to the lectern.  Initiate and hold a round of applause until he or she reaches the lectern and then return to your seat.  The Table Topics Master is responsible for facilitating the next portion of the meeting.  When Table Topics have been completed and the vote for Best Table Topics has been taken, you will be called back up to the lectern by the Table Topics Master.

Acknowledge the Table Topics Master.  If they forgot to ask for the Timekeeper’s report and vote for Best Table Topics, you should do so now.  If already done, proceed on to the  prepared speaking portion of the meeting.  Introduce the first speaker using their response to the theme as well as the information that you collected prior to the meeting: speech title, speech manual and project number, speech objectives and speech timing.  Before calling the speaker to the lectern, call upon the Timekeeper to describe the timing requirements for that particular speaker.  Now, call the speaker up to the lectern restating their name and speech title.  Initiate and hold a round of applause until he or she reaches the lectern.  Return to your seat.  When the speaker is finished, he or she will call you back up to the lectern.

Acknowledge the speaker and ask that the audience complete their evaluation slips and pass along to the speaker.  Allow approximately one minute for this.  

Continue introducing the remaining speakers in this manner until all have spoken.  When all prepared speeches have been completed, call upon the Timekeeper as to whether or not all of the speakers have qualified.  If more than one speaker qualified, ask the audience to vote for Best Speaker.

Next, introduce the General Evaluator and read his or her response to the theme.  Call them up to the lectern.  Initiate and hold a round of applause until he or she reaches the lectern and then return to your seat.  The General Evaluator is responsible for facilitating the next portion of the meeting.  When the evaluations and Grammarian’s report have been given and the vote for Best Evaluator has been taken, you will be called back up to the lectern by the General Evaluator.

Acknowledge the General Evaluator.  If they forgot to ask for the Timekeeper’s report and vote for Best Evaluator, you should do so now.  If already done, proceed on to the presentation of the ribbons and traveling trophies.  The Timekeeper, or whoever was tallying the votes, should provide you with the voting results.  

You may choose to dole out the awards in whichever order you see fit.  Most choose the order in which the meeting progressed: Best Table Topics, then Best Speaker and finally, Best Evaluator.  Announce the name of each winner, or winners if there is a tie.  Call them up to the lectern.  Initiate and hold a round of applause for them.  Congratulate them, present them with the appropriate ribbon and trophy and continue the applause.

When all of the awards have been handed out, you may make any concluding remarks, and then call the President back to the lectern.  Initiate and hold one last round of applause until he or she reaches the lectern and return to your seat.

Shortly after the meeting, submit a summary of the meeting and a list of award recipients for the meeting to the club secretary so they may update the minutes on the Club Management System.

(Adapted from the Communication and Leadership Manual)
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